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IMPORTANT  NOTICE 

In  view  of  increasing  costs  of  supplies  and  labour, 
charges  set  forth  in  this  Calendar  are  subject  to  change 
by  the  Board  of  Governors. 


EVENING  COURSE  IN  BUSINESS 

Leading  to  a Certificate 


The  Evening  Course  in  Business  provides  instruction  in  the  basic 
principles  of  modern  business.  The  Course  makes  it  possible  for 
young  business  men  and  women  to  continue  their  education  and 
hold  positions  at  the  same  time.  The  programme  is  designed  for 
students  who  are  capable  of  undertaking  courses  at  the  under- 
graduate level. 

The  Course  consists  of  six  subjects  in  the  field  of  business  and 
industry,  four  of  which,  Accounting,  Economics,  Human  Factors  of 
Administration,  and  Business  Organization  are  compulsory.  Two 
optional  subjects  are  selected  from  the  following  group:  Business 
Finance,  Marketing,  Production,  and  Elementary  Statistics.  One  of 
these  is  selected  in  each  of  the  Second  and  Third  Years. 

A student  may  enrol  for  not  more  than  two  subjects  in  the  same 
session.  Thus,  by  undertaking  two  subjects  in  each  session,  the 
Course  can  be  completed  in  three  years. 

Instruction  is  given  in  two-hour  sessions  in  the  evenings  for 
twenty-five  weeks.  Students  who  enrol  in  two  subjects  attend  classes 
two  evenings  a week.  Classes  begin  September  Classes  begin  at 
7,  7:15,  and  7:30  p.m.  These  will  be  indicated  on  the  time-table. 
Examinations  are  written  in  April.  Only  one  set  of  examinations  is 
conducted  each  session.  Candidates  who  do  not  present  themselves 
for  the  April  examination  must  make  application  in  the  Fall  for 
the  following  Spring.  This  regulation  also  applies  to  those  who  fail 
to  obtain  standing  at  the  April  examination. 

Admission  Requirements 

The  minimum  requirements  for  admission  are  Ontario  Grade  XIII 
(or  equivalent)  showing  standing  in  at  least  NINE  papers  which 
must  include  English.  Students  over  twenty-five  years  of  age  who 
lack  standing  in  Grade  XIII,  and  who  have  had  suitable  business 
experience,  may  be  admitted  to  the  First  Year  conditionally,  and  will  be 
allowed  to  continue  on  successful  completion  of  the  First  Year.  These 
students  must  submit  a birth  certificate  at  the  time  of  application. 
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All  applicants  are  required  to  submit  evidence  acceptable  to  the 
University  of  Toronto  of  facility  in  English.  The  following  evidence 
is  acceptable: 

(a)  Standing,  in  accordance  with  the  General  Admission  Require- 
ments, in  English  in  the  Ontario  Grade  XIII  Certificate,  or 
other  certificates  recognized  by  the  University  of  Toronto  as 
equivalent. 

(b)  The  Certificate  of  Proficiency  in  English  issued  by  the  Univer- 
sities of  Cambridge  or  Michigan,  or  satisfactory  achievement 
in  the  University  of  Michigan  English  Language  Test.  The  test 
may  be  taken  in  Toronto  through  a local  agent  of  the  Michigan 
English  Language  Institute.  There  will  be  a fee  for  this  test. 

(Details  of  the  foregoing  may  be  secured  from  the  Secretary, 
Division  of  University  Extension.) 

The  University  is  prepared  to  consider  other  evidence  that  may  be 
submitted. 

Commencing  with  the  1965-66  SESSION  the  admission  require- 
ments will  be  as  follows: 

A candidate  for  admission  to  the  First  Year  of  the  Evening  Course 
in  Business  must  present  the  Ontario  Grade  XIII  Certificate,  or  an 
equivalent  certificate,  showing  standing  in  each  of  the  following  four 
groups,  with  an  average  of  at  least  60%  in  a minimum  of  9 papers. 
Standing  in  both  papers  of  a language  is  required. 

(1)  English 

(2)  Latin  or  Mathematics 

(3)  French,  German,  Greek,  Italian,  Latin,  Russian,  Spanish 

(4)  *Three  of:  Algebra,  Geometry,  Trigonometry,  Botany,  Chem- 
istry, Physics,  Zoology,  Art,  Geography,  History,  a language 
(two  papers)  Music 

*Standing  in  both  papers  of  a language  is  required  and  counts  as 
two  of  the  three  required  in  this  group.  Candidates  may  not  offer 
both  Art  and  Music. 

A candidate  over  25  years  of  age  who  lacks  standing  in  Grade 
XIII  and  has  had  suitable  business  experience  will  be  required  to  sit 
a scholastic  aptitude  test.  On  successful  completion  of  the  test,  he 


4 


will  be  admitted  to  the  First  Year  conditionally  and  will  be  allowed 
to  continue  on  successful  completion  of  the  First  Year. 


Conditions  for  Academic  Standing 

To  receive  credit  in  a subject  of  the  Evening  Course  in  Business, 
a candidate  must  obtain  at  an  annual  examination  at  least  50%  of 
the  examination  marks  as  well  as  an  aggregate  of  50%  of  the  term 
and  examination  marks.  To  receive  honour  standing  in  the  Course, 
a candidate  must  obtain  a weighted  average  of  75%  of  the  examina- 
tion and  term  marks  in  four  obligatory  and  two  optional  subjects. 
A candidate  who  does  not  obtain  a pass  in  his  term  work,  must 
re-enrol  in  that  subject  in  order  to  get  a passing  term  mark. 


Conditions  for  Credit 

A student  applying  for  credit  shall  submit  a transcript  of  his 
record  for  evaluation.  A student  who  holds  a University  degree  and 
is  granted  credit  in  one  subject,  is  required  to  undertake  only  five 
subjects  to  earn  his  Certificate.  A student  who  applies  for  credit  and 
has  not  a University  degree,  may  be  granted  credit  in  one  subject, 
but  is  required  to  undertake  six  subjects  in  order  to  earn  his  Certifi- 
cate. Under  no  circumstances  will  credit  be  granted  in  more  than 
one  subject.  No  credit  will  be  given  for  a passed  subject  in  a failed 
year  in  a previous  university  course. 


The  Frank  Nicholson  Beard  Prize 

As  a tribute  to  the  late  Mr.  Frank  Beard,  an  Associate  Professor 
in  the  Department  of  Political  Economy,  who  lectured  in  the  Even- 
ing Course  in  Business  for  eleven  years,  and  in  appreciation  of  his 
interest  in  the  students  of  this  course,  and  of  the  scholarship  he 
engendered,  colleagues,  associates,  and  students  have  contributed  to 
the  establishment  of  the  Frank  Nicholson  Beard  Prize. 

This  Prize,  of  the  value  of  $50,  will  be  awarded  to  the  student  in 
the  graduating  year  who  stands  First  in  First  Class  Honours. 


Failure  to  Obtain  Standing 


Obligatory  Subjects 

A cadidate  who  fails  to  obtain  standing  in  an  examination  may, 
at  the  opening  of  the  session,  either  make  application  to  re-write  the 
examination  on  payment  of  the  $5.00  examination  fee,  provided  he 
has  successfully  completed  his  term  work,  or  pay  the  full  tuition  fee 
and  re-enrol  in  the  subject.  Failure  to  obtain  standing  twice  in  an 
obligatory  subject,  necessitates  withdrawal  from  the  Course. 


Optional  Subjects 

A candidate  who  fails  to  obtain  standing  in  an  optional  subject 
may,  at  the  opening  of  the  session,  either  make  application  to  re- 
write the  examination  on  payment  of  the  $5.00  examination  fee, 
provided  he  has  successfully  completed  his  term  work,  or  pay  the 
full  tuition  fee  and  enrol  either,  in 

( a ) the  same  option 
or 

(b)  select  a new  option 

A candidate  who  fails  to  obtain  standing  twice  in  his  original 
option,  may  transfer  to  a new  option,  but  failure  to  obtain  standing 
in  the  new  option,  at  the  first  time  of  writing,  necessitates  withdrawal 
from  the  Course. 

A candidate  who  fails  to  obtain  standing  at  the  first  time  of 
writing  an  option  and  who  then  selects  a new  option  and  fails  to 
obtain  standing,  will  be  permitted  to  re-write  the  new  option  only 
once,  and  if  unsuccessful  must  withdraw  from  the  Course. 

In  other  words,  a candidate  may  attempt  the  examination  in  any 
one  subject  only  twice,  and  if  unsuccessful  must  withdraw  from  the 
Course. 

A candidate  who  fails  to  obtain  standing  in  three  examinations 
throughout  the  Course  will  be  obliged  to  withdraw.  The  time  limit 
for  successful  completion  of  the  Course  is  four  years.  A candidate 
may  petition  for  a fifth  year,  provided  he  has  a good  record. 
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SUBJECTS  OF  INSTRUCTION 


FIRST 

YEAR 


Obligatory  Subjects 


Accounting 

Economics 


SECOND  Human  Factors  of  Administration  (Obligatory) 
YEAR  One  subject  chosen  from  the  list  of  Optional  Subjects 


THIRD  Business  Organization  (Obligatory) 

YEAR  One  subject  chosen  from  the  list  of  Optional  Subjects 

Optional  Subjects  : 

Business  Finance 
Production 
Elementary  Statistics 

REGISTRATION 

Registration  in  person  may  be  made  at  84  Queen’s  Park  between 
9 a.m.  and  5 p.m.,  except  Saturdays.  Applications  made  by  mail 
should  be  addressed  to:  The  Secretary,  University  Extension,  84 
Queen’s  Park,  Toronto  5. 

The  final  date  for  submitting  applications  for  the  First  Year  is 
SEPTEMBER  21st. 


Marketing  (only  available  to 
students  in  their  graduating 
year). 


EVENING  REGISTRATION  AND  COUNSELLING: 

Place:  University  Extension,  84  Queen’s  Park. 

Time:  Monday,  September  14,  7:30-9  p.m. 

Wednesday,  September  16,  7 :30-9  p.m. 
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SECOND  AND  THIRD  YEAR  STUDENTS  who  require  assist- 
ance regarding  selection  of,  and  eligibility  for,  optional  subjects,  will 
receive  assistance  from  the  Instructors  and  the  Secretary. 

Place:  University  Extension — 84  Queen’s  Park. 

Time:  Tuesday,  September  15 — 7:30-8:30  p.m. 


FEES 

Tuition  (each  subject)  ......  $67.00 

Equivalent  Certificate  Fee  .....  $5.00 

(for  Certificates  other  than  those  of  the  Department  of  Educa- 
tion, Ontario) 

Advanced  Standing  Fee  ......  $5.00 

(credit  for  academic  work  undertaken  outside  of  the  University 
of  Toronto) 


REFUNDS  AND  WITHDRAWALS 

The  Secretary  must  be  notified  in  writing  or  in  person  of  a 
student’s  withdrawal  and  of  the  reason  for  his  withdrawal.  A 
student  is  held  responsible  for  all  courses  in  which  he  registers  unless 
he  officially  withdraws.  Merely  ceasing  to  attend  class  does  not 
constitute  official  withdrawal.  Refunds  will  be  made  only  if  they  are 
requested  before  the  second  lecture , accompanied  by  the  Admit-to- 
Lecture  Card.  A charge  of  $10.00  is  made  for  a refund  of  fees. 


DIVISION  OF  CLASSES 

When  the  same  subject  is  offered  on  two  different  evenings,  the 
student  may  indicate  his  preference  on  his  application  form.  Should 
it  be  necessary,  the  Division  of  University  Extension  will  make  an 
arbitrary  division  of  classes. 
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DESCRIPTION  OF  COURSES 


ECONOMICS:  Introduction  to  economic  analysis,  including  price 
theory  and  some  of  its  applications;  the  theory  of  income,  employ- 
ment, and  the  general  level  of  prices;  the  banking  system;  monetary 
and  fiscal  policies;  and  international  trade  theory. 

Classes  will  be  offered  as  follows: 

Economics  A — Mondays 
Economics  B — Tuesdays 
Economics  C — Wednesdays 

Instructors : M.  H.  Watkins,  B.Com. 

G.  Slasor,  B.A. 

A.  Kruger,  B.A.,  Ph.D. 

Texts : Samuelson,  P.  A.:  Economics , 6th  Edition 

Watkins,  M.  H.  and  Forster,  D.  F. : Economics  Canada 
(McGraw-Hill) — paperback  edition 

*ACCOUNTING:  The  use  of  Accounting  data  and  techniques  in 
business  finance  and  management.  Principles  of  financial  accounting, 
including  accounting  concepts,  conventions  and  methods  of  measure- 
ment. Management  accounting  for  control,  including  financial  and 
cost  analysis.  Management  accounting  for  planning,  including 
budgeting  and  analysis  for  decision  making. 

Classes  will  be  offered  on  Monday  and  Tuesday  evenings: 
Accounting  A — Mondays,  7:15  p.m. 

Accounting  B — Mondays,  7:15  p.m. 

Accounting  C — Tuesdays,  7:15  p.m. 

Instructors : W.  J.  Ramey,  M.B.A. 

T.  Gilbert,  B.Com.,  C.A. 

Text : Meigs  and  Johnson:  Accounting — Canadian  Edition  (McGraw- 
Hill) 

*Students  who  have  had  extensive  accounting  experience  may  sit  a qualifying 
examination  in  September,  and,  if  successful,  will  be  exempt  from  Accounting  but 
will  be  obliged  to  undertake  six  subjects  in  order  to  qualify  for  the  Certificate. 
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HUMAN  FACTORS  OF  ADMINISTRATION:  A course  designed 
to  assist  the  student  in  gaining  appreciation  of  the  human  factors 
involved  in  the  management  of  business  and  industrial  organizations. 

Course  content  will  include  various  aspects  of  human  behaviour  in 
an  industrial  society;  business  and  industry  as  a social  system,  the 
significance  of  feelings,  attitudes  and  values  in  the  work  setting; 
motivation,  communications,  morale,  etc. 

Tuesdays  and  Wednesdays 
Instructors : R.  L.  Knight,  B.A. 

W.  J.  Patterson,  B.A. 

Text : Davis,  Keith  : Human  Relations  at  Work  (McGraw-Hill  1962 
Edition) 

BUSINESS  ORGANIZATION:  A consideration  of  the  problems 
and  practices  of  the  business  manager  and  government  admin- 
istrator. An  examination  is  made  of  the  various  aspects  of  policy 
determination,  organizing,  direction  and  control.  The  inter-relation- 
ship of  the  specialized  functions  of  production,  finance,  marketing 
and  personnel  management  is  examined  using  the  case  method 
extensively. 

Fridays 

Instructors : A.  M.  Heisey,  B.A.Sc.,  M.B.A. 

D.  W.  Hillhouse,  B.A.,  M.Com. 

Text : Newman:  Business  Policy  and  Management  (South-Western) 
Supplementary  text : Richards  and  Nielarder:  Readings  in  Manage- 
ment (South-Western) 

BUSINESS  FINANCE:  The  finance  function  in  business  manage- 
ment, raising  and  using  funds  in  such  a way  as  to  maximize  rate  of 
return  on  investment.  The  allocation  of  funds  among  competing 
uses.  Internal  financing  and  funds  flows.  External  financing  and  the 
financial  environment. 

Thursdays 

Instructor : W.  J.  Barbour,  M.B.A. 

Text : Lindsay  and  Sametz:  Financial  Management — an  Analytical 
Approach  (Richard  D.  Irwin) 
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MARKETING:  Marketing  ranks  with  Production  as  one  of  the 
two  basic  functions  of  modern  industry.  This  course  is  designed  to 
develop  an  appreciation  of  all  those  business  activities  involved  in 
moving  goods  from  the  producer  to  the  ultimate  consumer  and 
covers  marketing  research,  product  planning,  advertising,  sales  and 
pricing.  The  course  will  include  discussions  of  actual  marketing 
cases. 

Mondays  and  Tuesdays 
Instructor : C.  J.  Slattery,  M.Com. 

Texts:  Terry,  G.  R. : Marketing:  Selected  Case  Problems  (Prentice- 
Hall)  ; 

Tousley,  Clark  and  Clark:  Principles  of  Marketing , 1962 
(Collier-Macmillan,  Canada,  Ltd.) 

PRODUCTION:  An  introduction  to  a systematic  study  of  the 
organization  and  management  of  the  industrial  firm,  centering  on  the 
various  techniques  used  in  analysing,  measuring,  and  improving  the 
effectiveness  of  the  men,  machines,  and  materials  involved. 

The  content  of  the  course  will  include:  plant  organization,  product 
development,  plant  location  and  layout,  work  measurement,  work 
simplification,  production  planning  and  control. 

Mondays 

Instructor:  M.  J.  Armstrong,  B.A.Sc.,  M.Sc. 

Text:  Mayer:  Production  Management  (McGraw-Hill  1962) 

ELEMENTARY  STATISTICS:  This  course  is  concerned  with  the 
use  of  quantitative  data  in  making  business  decisions  under  con- 
ditions of  uncertainty.  Elementary  statistical  techniques  and  prin- 
ciples of  probability  and  statistical  inference  are  applied  to  business 
problems.  Lectures  deal  with  the  presentation  of  statistical  data 
(including  correlation,  index  numbers,  and  time  series)  and  the 
making  of  inferences  from  sample  data.  An  understanding  of 
elementary  Algebra  and  the  ability  to  read  simple  mathematical 
tables  are  essential. 

Mondays 

Instructor:  Mrs.  Virginia  Sawyer,  A.B.,  M.B.A. 

Text:  Neter,  J.  and  Wasserman,  W. : Fundamental  Statistics  for 
Business  and  Economics.  (Second  Edition)  Allyn  and  Bacon 
Inc.,  Boston,  1961. 
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SERVICES  OF  THE 

DIVISION  OF  UNIVERSITY  EXTENSION 


-VAVv 


In  addition  to  the  Evening  Course  in  Business,  the  Division  of 
University  Extension  offers  many  other  courses  and  services. 
Readers  of  this  calendar  are  invited  to  ask  about: 

(1)  GENERAL  COURSE  (Extension),  leading  to  the  Bachelor  of  Arts  degree. 

(2)  EVENING  TUTORIAL  CLASSES  are  available  for  adults  in  the  Metropolitan  area  of 
Toronto  and  the  surrounding  districts.  The  programme  includes  a wide  range  of  subjects  in 
the  liberal  arts  for  those  who  are  not  seeking  credit.  Special  courses  are  also  offered  to  meet 
the  needs  of  professional  and  semi-professional  groups. 

(3)  BUSINESS  AND  INDUSTRY  COURSES  are  designed  to  meet  the  educational  needs  of 
executive  and  supervisory  personnel.  In  general,  these  courses  are  non-credit  and  there  are 
no  academic  requirements  for  enrolment. 

In  many  cases  the  enrolment  is  limited. 

Optional  examinations  are  offered  in  some  subjects. 

(4)  CORRESPONDENCE  COURSES  are  conducted  for  The  Association  of  Administrative 
Assistants,  Association  of  Professional  Engineers,  The  Canadian  Credit  Institute,  The  Canadian 
Institute  of  Realtors,  Canadian  Institute  of  Traffic  and  Transportation,  The  Chartered 
Institute  of  Secretaries,  The  Ontario  Association  of  School  Business  Officials. 

For  information  on  the  above  courses,  telephone  928-2393,  928-2394, 
928-2395,  928-2396. 


THE  SCHOOL  OF  BUSINESS 

The  School  of  Business  of  the  University  of  Toronto  provides 
studies  in  business  administration  leading  to  the  degree  of  Master  of 
Business  Administration. 

The  School  also  offers  a programme  of  advanced  studies  for 
business  and  government  executives  and  for  individuals  preparing 
themselves  for  increased  responsibilities  in  their  organizations. 


PARKING — The  evening  rate  for  parking  lots  on  the  West  Campus 
(West  of  St.  George  Street)  is  25  cents,  commencing  at  7 p.m. 
In  the  lot  immediately  west  of  the  School  of  Nursing,  the  fee  is 
further  reduced  to  10  cents  per  evening  for  students  enrolled 
in  the  Evening  Course  in  Business  on  presentation  of  an  Admit- 
to-Lecture  card. 

Elsewhere  on  the  Main  Campus  and  the  Museum  parking  lot, 
the  fee  is  50  cents. 


